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* Review of the help system
—Lots of new staff some new things to share- Tom Hoth

—Demo of Help System in MPAS — Dan Austin

* Help creation process
—Process Overview — Jennifer Snell
—Online Help Scope and Screen Example — Jennifer Snell
—Authoring Help — Jennifer Snell
—Version Control — Dan Austin

* Review — Jennifer Snell
* Questions and Answers — Jennifer Snell



Introduction

Online Help Team Members

Tom Hoth, Ul Architect and Team Manager/Lead for Web
Development

Jennifer Snell, Senior Business Analyst, Web Development

Dan Austin, Help System Developer



Help Requirements from RFP

40.1.1.57 - Provides capability for selectable online help
views for user functionality that duplicate or link to system
documentation.

40.1.1.58 - Provides capabillity for online help for all
features, functions, and data element fields as well as
descriptions and resolutions for error messages, using help
features, including indexing, searching, tool tips, mouse-
over, field value options, hypertext links to files, reports,
and context-sensitive help topics.

40.1.1.59 - Provides capabillity for context-sensitive help to
view, window, or dialog.



Online Help Scope

* Online Help will be created for the following:

* General Public Portal
» Operations Portal

* Provider Portal

« Recipient Portal

* Four Levels of Help:
« System Help, by Portal (Includes Navigation Help, Button Help etc.)
« Page Help
« Data Form Group Help (Including Field Specific Help)
« Tool Tip (Note: not managed in the Flare System)



Online Help Screen Example

NCTracks

The Transparent Reporting, Accounting, Cellaboration and Knowledge Management System

Provider Portal

Frovider Portal » Provider Enrollment

Provider Enrollment Individual Basic Information

Activate the links below to . ) )
navigate. NOTE: Data is not W indicates = required field
saved unless the Next button
is activated, 7

PROVIDER'S |DENTIFYING INFORMATION
o Individual Information

Enter wour name as it is shown an your income tax return.
Reference D

Provider Type # Last Mame: # First Name:

Acoreditation Middle Name: Suffix: | -- Select One -+

Physical Address * Date of Birth: =] # 55N

Hours of Operation # Gender: | -- Select One - #NPL

After-Hours Coverage Ermail: Zip Code:  Hxaad-HuHM

Cotrespondence Address *
services EmPLOVER [DENTIFICATION Mumeer [EIM] ?
Taxonomy Code Will wour income be reported to an EIMT

e o M was Y KA
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Navigation Pane

able of Contents

Screen Example

|2 Fd R 2REE

Content Pane

£

[HFage Template

[#H Operations Landing Page, Secured

[HLog Out Page

O claims

@ HealthCheck

EFinancial Transactions

@ Priar Approval

EPravider

O Recipient

O Reference

QThird Farty Liahility
[HCopyright

O Table of Contents
& mdex
4 Search

You are here: Welcome

Welcome

NCMMIS Operations Portal

Quick Links

L

. & & & & 8

NORTH CAROLINA MEDICAID MANAGEMENT INFORMATION SYSTEM

Clairns

HealthCheck

Financial Transactions
Prior Approval
Provider

Recipient

Reference

Third Party Liability

1 2010 Computer Sciences Corparation. &l rights reserved.

Last Updated: 127102010



Navigate by Table of Contents

< |

s

[l Table of Contents
7 Index

47 Search

Table of Contents H o [0 % B R T8 G
[FHwielcome ~ You are here: Dperations = HealthCheck = Search Health Check Recipient —
[ operations
|#Fage Template Search Health Check Recipient
[Aoperations Landing Page, Secured
[HLlog Out Fage W
B claims Recipient Search Page
[[jHealthCheck
| 1]Search Health Check Recipient ® Allows you to search for a Recipient, W
__‘?IRec!p!ent Summarg.r il # Search will display a list of Recipient records that meets the search criteria.
|#HRecipient Motifications
[#Recipient Comments * From the list of Recipient records you will select a specific Recipient recard.
[fiRecipient Head of Household De # You will be directed to a new page that dizplays the selected Recipient information.
[HSearch-Add Staff
[HWiew-Update Health Check Coare Recipient Search Page
Yiew-Update Superdsor-Director
%View—UEdate StaF:e Staff * Recipient Search
[HMAAR Search * Fecipient Results
[FWiew-Update MASR
[ 5earch-Add Netwark County
[ View-Update Netwark Select from the drop down box which county you are searching. For a specific Recipient it waould the county
_?-|V!ew-Update Per!nd!c!hr Stz where the Recipient resides ar, for a general search, it would be all Recipients for that county.
[Hview-Update Periodicity Schedule
%;ihan;ialTraTsactiuns 7IF Code
rior Approva
ThDeAwiclare !

Enter the postal code for the address or geographic area that you are searching.
Recipient Status

Select from the drop down box active, closed or deceased.
Recipient Last Hame

Enter the Recipient’s last name,

|



Navigate by Table of Contents

- Table of Contents is the outline structure of the Help
System

* Click on closed books to open them and reveal contents

« Click on topics to show the contents in the Content Pane
on the right



Navigate by Index

Index i R 0% @ B RSB

Add Address -
Actual Availabl This page allows the user to view and update Recipient addresses by Payer, Recipient address is maintained by
Actual Limit : . : . .
Actal Use multiple address types and each type is associated with begin date and end date. The page allows a user to add
Add a new address by address type with a begin date and also allows & user to update the end date against the
i existing address. Update to end date is audited and the previous value of end date iz stored in the audit table.
Add Periodicity
Address 1 Payer
Address 2
Address Selection Select Payer identifier that defines all Fayers (DAL, DMWiH, DPH) from the drop down list,
Address Type
Adrmin Entity2 Address Type
Age
p.'ge Fram Select the address type code from the drop down list that defines the different type of address [Mailing,
AIMSAY hoo Reports Correspondence, Temporary, Wark. et
Amount Received
Application Mumber Begin Date
Attermpted Phaone Calls
Attn to/Cantact Mame Click on the Calendar Icon and select the date when the Recipient started at this address,
Auth From —
Autorfill End Date
Balance Amount
Begin Date Click on the Calendar lcon and select the date when the Recipient left this address.
Beqgin Date2)
Benefit Flan Attn to/Contact Hame
Billed Amount
Billed Manth Enter the name of a person to whom any correspondence for the Recipient is to be sent.
Billing Date

Phone
O Table of Contents

Enter Primary Phone Mumber including area code for the Recipient.

£ ndex

Street
A~ Search

Enter the street address that corresponds to the selected Address Type.,
v

csc. 1



Navigate by Index

« Click on Index “Accordion Button” at bottom of Navigation
Pane

* Find the term you want in the list and click it to jump to the
topic where the indexed term is located

- Ifthe term is found in more than one topic, a list of topics
will be shown

« Click on the topic in the list to jump to it



Navigate by Search

Search

0 s [P AW RS

recipient | Search

Rank

A

"
Title

Search Health Check Recipient

mManage Recipient Search

Recipient Surmmary Display

Manage Recipient Search Result E

Manage Recipient Combine Initiath

Manage Real-Time Search in CHND

Wiew Possible Duplicate and Initiat -

[ i R R ) B T R O

View-Update MAAR

] Fecipient Head of Household Deta
10 Manage Online Recipient Address
11 Manage Real-Time Demaographic L
12 mManage Online Link/De-Link Famil
13 Manage Online COCC, D Cards ar
14 Manage Real-Time Addition of CRI
15 About Recipient - Operations

16 YWiew Online Transfer of Assets Pac
17 Recipient Motifications

18 mManage Online State Autharized Pz
19 Recipient Comments b
< | 2

O Table of Contents

5 mdex

A~ Search

You are here: Operations = HealthCheck = Recipient Head of Household Detail

Recipient Head of Household Detail

The system takes you to this page when you click on the head of the household field on the “Recipient
Summary Display™ page. This page displays the Heath Check Fecipient’s parent/guardian information. It also lists

all of the Health Check Recipients in that household.

Head of Household Last Hame

This is the parent or head of household’s last name.
Head of Household First Hame

This is the parent or head of household’s first name.

Recipient ID

This field indicates the Heath Check Recipient’s Medicaid ID number.

Address 1

This iz the first line af the parent or head of househald’s address.
Address 2

This is the second line of the parent or head of household's address.
City

This is the city for the parent or head of household’s address,

State

£
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Navigate by Search

« Click on Search “Accordion Button” at bottom of Navigation
Pane

* Type a word for phrase in the Search Box and click the
Search Button

« Alist of relevant topics is displayed
« Click on a topic in the list to jump to it

13



Data Form Group Help

cscC

Click on a Question Mark for help on that section
The Help System jumps directly to the help for that section

14



=)o)

H nckracks, dew @ Certificate Errar

& | madcap

You are here: Operations = HealthCheck = Search Health Check Recipient

Search Health Check Recipient Page

Screen Summary

» Allows you to search for a Recipient.
« Search will display alist of Recipient records that meet the search criteria.
« From the list of Recipient records you will select a specific Recipient recard.

» You will be directed to a new page that displays the selected Recipient
information.

Data Form Groups

Recipient Search Page

+ Recipient Search
* Fecipient Results

County

Select from the drop down box which county you are searching. For a specific Recipient it
would the county where the Recipient resides or, for a general search, it would be all
Recipients for that county.

[£

& mnternet & - Bl -

cscC
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Data Element Definitions

cscC

Each topic contains a list of Data Elements for that Screen

Clicking on a Data Element Name opens a pop-up window
containing the definitions for that Data Element

Data Elements

« Netwq Staff Last Name

o Last N NCMMIS Number: 3863

o Firith Description: Staff Last Name
Data Type: CHARACTER
Stze: 35

Functional Area Owner: Health Check

16



System Help

0 s | EF AR RSD B @ G
.Y
Using Online Help
Using the Table of Contents
The Table of Contents provides the overall outline and arganization of the help system and the relationship between
topics. It contains books and pages that represent the categories of information in the online help system.
To find topics using the Table of Contents: =
, Table of Content . . . :
1. Click the large Table of Contents button R EERET in the left navigation pane. When you first
open a help system, the table of contents appears in the left pane.
2. When you click:
o a closed book, it opens to display its contents
o LU an open book, it clozes
o IE a paze, the topic appears in the Aght-hand pane
Using the Index
The Index pane displays a multi-level of keywords and keyword phrases that enable you to find associated topics.
To find topics using the index:
. £ Index . o
1. Click the large Index button in the left navigation pane.
2. Select a Keyword.
o Tvpe a kevword or phrase, and press the =Enter: kev,
o Usze the scroll bar to browse the kevword list,

| £



System Help

*  “Help on Help”

- Shows the user how to navigate through the help system
to easily find the information they need
* Describes the system functions and how they work:

v" Breadcrumbs
v Data Grids
v Buttons

18



Online Help Creation and Publishing Process Overview

- Systems Integration Test
* User Acceptance Test

cscC
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Creating Online Help for SIT

SIT )

Document
Management
Analyst

Build Team

Provides Input into
Topic List

Web Team
Business Analyst| Business Analyst

Determines Toplcj (Creates Project and 3
¥ T Project Infrastructure
n
L'S.It.Dbé':::a: 9  |into MadCap Flare
. |-Topks
Mockups in the Bookmarks
Sandbox

\ l-:I /

Links are correct

Web Ul Team
Developer

Y
N ek

Builds Links in Ul

Pages to
MadCagp Flare

Links are not comrect

Testing Analyst

quIrEyE
Criteria from SIT:
Tests links to ensure
that correct

Templates/Pages
display

20



Creating Online Help for UAT

UAT >

Change
from SIT

Build Team
Business Analyst

-

»

=

©

c

<

(=]

=

=

n

(6] ( 3

~ State Feedback
Loop

i

Topic List Provides Help
Did Not | Content to maich

Required Exit
Criteria from UAT:

Tesis links and help
content to ensure

accuracy

Topic List

Werd Dozumant

5
® £ % |TopicList Changed from SIT
E o= Review Help
8 % g Content for
8 g <T Spelling, Grammar
Ward Cozumant
= Ty
%)
= s
% 2 AdustsTopic List WebBA Inputs || Works with Web Cinlie s Sorvact
o < and Boolgnarks Content into Ul Developer to dill Sl
= 2 structure as MadCap Flare, ||provide new Topic
8 (O] nRcassary Creates TOC List
=
=3
=
m

Web Ul Team
Developer

Builds Links in Ul
Pages to
MadCap Flare

Links are not Correct

T o Y T T T
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Master Help Documentation

cscC

Contains the contents of all portals’ help systems
For internal review purposes only

22


http://sandbox.nctracks.com/help/Master/

Help Content Version Control

« All project files will be housed on a server
 Versioned and stored in Subversion

cscC
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Review

Four Levels of Help
(System, Page, Data Form Group, Tooltips)
Help Demo

Help Process

—Web Team will create MSWord output templates for each
topic

—Build Business Analysts will author content

Average Amount to create one page of help 15-30
minutes, depending on complexity

Web Team will automatically populate Data
Elements for a page

24



Questions and Answers

cscC
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